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APPENDI X A
| NSTRUCTI ONS FOR COVPLETI ON OF DD FORM 1556
Section 01. Front of Form

Iltem A Optional use. |f needed, the follow ng applies:

- Agency code is DA

- Subel enent indicates the organi zation to which the enployee is
assi gned. Agency code and subel enment are found in Item 33 of an enpl oyee's
SF 50.

ItemB. A Standard Document Nunmber will be assigned by each training
coordinator to each training request to be submtted to PEO-T. Docunent
nunbers for departnmental request will be assigned by the Training and
Devel opnent Branch.

Example: N-PE 25"F2 .C{_O_Q_l_
Office Symbol

Fiscal Year

*Control Account (2512, 2515 or 2530)

Civil or Military Appropriation

Sequential number assigned by directorate/office

*When there are no direct costs (or indirect costs when charged to the
training account) the control should be 0000. See paragraph 8d.
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SECTI ON A - TRAI NEE | NFORMATI ON
Itens 1&2 - Self explanatory

Item3 - Enter the Division/District code; the first two digits of the
COEM S PA organi zation code found in item 28 of the SF 50.

Itens 48 - Self explanatory

Item6 - Indicate as appropriate. Use colum designated "Other" to show
Speci al Enpl oynent Program st at us:
Code

A - DA lntern

C - Arny MOD Program AMOD Managenent Intern

E - Arny MOD Program AMOD Intern

| - Local Intern

J - Functional Trainee

K - Facilities Engineering Apprentice Program (FEAP)-Centrally
Controll ed

L - Facilities Engi neer Apprentice Program (FEAP)-Locally
Funded

M - Apprentice Program Q her

- Federal Junior Fell owship Program (FJEP)

- Graduat e Cooperative Program

- Cooperative Educati on Program (COOP)-Four (4) year college
Non- baccal aur eat e Cooperative Education Program

- Enpl oyee- Vet er ans Readj ust nent Appoi nt ment Program

- Enpl oyee- Vet er ans Readj ust nent Appoi nt ment Program

- Worker-Trai nee Qpportunity

- Upward Mobility Program

<H0WITOTOZ

Iltem7 - "US Arny Corps of Engineers" followed by Ofice synbols

NOTE: Many requests are addressed to vendors not famliar wth agency
synbol s.

Item 8 - Type tel ephone nunber in following format: AV 285- XXXX
(202) 272- XXXX

Itenms 9 &10 - Self-explanatory

Item 11 - Gven official agency title as shown on position
description or SF 50. Do not use organizational titles.

Exanpl e:
Incorrect: Chief Planner
Correct: Supervisory Civil Engineer



Itens 12&13 - Self explanatory

Item 14 - Enter appropriate code

Code

00- Not applicable

01- Sone el enentary

02- El ement ary

gr aduat e

03 Sone hi gh schoo

04- H gh school

gr aduat e

05- Ter mi nal

Cccupati ona
Program ( TOP)

06-TOP Certificate

07- Standard col | ege

Code

08-1 year of college
09-2 years of college
10- Associ at e

11-3 years of coll ege
12-4 years of coll ege
13- Bachel or degree
14- Post Bachel or

15- 1st prof essi onal
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Code

16- Post 1st

pr of essi onal

17- Mast er degree
18- Post naster

19- 6t h year degree
20- Post 6t h degree
21-Pre doctorate
22-Doct or at e degree
23-Post Doctorate
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SECTI ON B - TRAI NIl NG COURSE DATA

Item 15 a& - |f the address of the training vendor and the | ocation of the
training site are the sane, place the address of the training
vendor in item 15a and check the box in item 15b. |If the
address of the training vendor and the |ocation of the
training site are not the same, show the nmailing address of
the training vendor in item 15a, and the address/|ocation of
the training site in 15b.

Item 16a - Leave bl ank.

Item 16b - Gve title as shown on announcenent or in training course catal og

Item 16¢c - Leave bl ank

Item 17a - G ve conplete COEM S course/catal og nunber if known.

Item 17b - Leave bl ank

Item 18a - Enter actual start date of training.

Item 18b - Enter actual conpletion date of training.

Item 19a-d Enter nunber of classroom hours or clock hours of credit awarded

by vendor.

ltem 20, Part la - Enter one code from bel ow

Code

OCO~NOOTAWNBE
1

Program M ssi on change

New t echnol ogy

New wor k assi gnnent

| mprove present performance
Future staffing needs

Devel op unavail able skills
Trade or craft apprenticeship
Oientation

Adul t Basi c Education

ltem 20, Part |Ib, c, and d - Leave bl ank.

ltem 20, Part Ila and b - Leave bl ank.
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ltem 20, Part Ilc - Enter one code from bel ow

Code

- Primary.

- Alternate (type nane of primary attendee next to Code.)
- Space requested (after FY Training Needs Survey.)

WN -

Item 20, Part I1d - Wen applicable enter either continuing education units
(CEU) or other credits. For other credits enter one or two nunbers and H
(e.g., three credit hours would be 3H). If neither CEU nor other credits is
applicable enter NA. Never enter both CEU and other credits.

ltem 20, Part Ile - Enter code from bel ow
Definitions of Priorities:
Code

Priority 1 - Training. The acquisition of new skills and know edges that are
needed now to performone's duties. Training is considered to
be Priority 1; identified training needs nust be nmet during the
next 6-12 nont hs.

Priority 2 - Education. The acquisition of new skills and know edges t hat
are needed soon (next 12-24 nonths). The education nmay be for
ei ther planned additional duties, inprovment of existing
skills, or career developnent. Education needs are Priority 2
needs. These may be satisfied during the fiscal year, but
could be deferred without major inpact on current m ssion
acconpl i shnent .

Priority 3 - Developnent. The acquisition of new skills and know edges t hat
Will be utilized in the future (2 or nore years hence).
Devel opnent is normally considered to be career devel opnent for
an individual and is Priority 3. Devel opnent can be deferred
to ensuing fiscal years with little or no inpact on current
ni ssi on.

Item 20, Part |l f& - Leave bl ank
Item 20, Part Ilh - Use codes on reverse of DD Form 1556 as appropri ate.
Item 20, Part |l i& - Leave bl ank.
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SECTI ON C - COSTS AND BI LLI NG | NFORMATI ON

Item 2la-c - Enter the total cost chargeabl e under |ocal policy for
tuition, books, etc. Tuition cost for Hunstville/ PROSPECT
courses nmust al so be shown. Leave blank if DD Form 1556 is
for asubstitution.

ltem 21d - Leave bl ank.

Item 21e - Must contain the conplete accounting classification code,
i ncluding fiscal station number or cost center number and
ADP work code. This includes Huntsvill e/ PROSPECT courses.
Gui dance will be furnished to training coordinators, at the
begi nni ng of each fiscal year giving the accounting
classification codes. Leave blank if DD Form 1556 is for a
substitution.

Item 21f - Type in name of Finance and Accounting O ficer except for
courses that do not involve costs. See paragraph 8d.

Forns prepared for HQUSACE, EASA, BERH, WRSC, ESC and HECSA,
FESA and ETL personnel will contain the foll ow ng abbreviated
certification: V. D Rago, F&AO

Item 22 - Reserved for signature or initials of training coordinator
and date.

Itens 23-24 - Leave bl ank.

Item 25 a-c - Must be conpleted for all training outside the D.C
Metropolitan area, inclusive of Huntsvill e/ PROSPECT
cour ses.

Item 25d - Sel f-explanatory.
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SECTI ON D APPROVAL/ CONCURRENCE

Item 26 - The OCE el enent originating the request will determ ne the
supervi sor/ manager that will certify the job rel atedness of
requested training.

Item 27 - Certification of regulatory requirenents will be prepared
for the signature of the Training Oficer in the foll ow ng
nmanner :

Fairy Armstrong, Chief, Training and Devel oprment Branch.
Item 28a - Leave Bl ank

Item 28b - Activities serviced by DAEN-PEO T or DAEN- PEO K, (except
DAEN- ZC) enter:

US Arny Corps of Engineers

Fi nance and Accounting Support Ofice
Casey Bl dg #2594

Fort Belvoir, VA 22060

O her activities serviced by DAEN-PEO- T, i.e., DAEN-ZC enter the
fol | ow ng:

Training Oficer

DAEN- PEO- T

Room 4203

20 Massachusetts Avenue, N W
Washi ngton, D.C. 20314

When appl yi ng for OPM Executve Sem nar Center and Federal Executive
Institute course enter either "EDCF" for military appropriation, or
"Qther" for civil appropriation. Also, enter agreenent number.
Agreenment nunber is obtainable fromthe training coordi nator.

Reverse of Form
Copy #1, Conplete for Long-Term Training, and non- Gover nnenttrai ni ng
only. Enployee reads and signs in upper and | ower signature
bl ocks, and conpletes infornmation in itens 34 and 35.
Copy #4, item 35 - Gve enployee's home or agency nailing address.
Copy #5, item 35- G ven enployee's directorate or office mailing

address. Do not give the address of the servicing training
of fice or finance office.



